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This checklist highlights the Menu Items, Components, and Pages necessary for
basic initial processing. The checklists focus on the most common general
situations. For specific detail see relevant manual.

Transfer is used when an employee does not have a break in service with the
State.

HR/Payroll Checklist for Transfer of an Employee
employed by another Agency

You will need to contact the agency that the employee was previously employed
by. You will need to provide them with the transfer date and the position number
that the employee will now be employed in.

TRANSFERRING AGENCY:

HR: (Navigation: Workforce Administration> Job Information> Job Data)

Work Location Y Job Information | Job Labor | Payoll} Salany Plan | Compensation |
Transfer (work location tab) Ew > EmpIRC % 0
e Insert an effective dated row ork Loca Fing st 412 D Last
- st -
(Transfer date is 1* day in the HR Status: Aot PayrallStatus:  Aclve HE
new agency) *Effective Date: DSI01F2008 [ gequence: a *Job Indicator | PrimaryJob v
H ion | : Transfar v | | Imer-agencyTransfer v
e Action of Transfer Acton [Reasor: — e
Urren
e Reason of Inter-Agency Transfer | vastsurpate: 041081936 Termination Date;
e Enter the position number Expected Job End Date B
; /i Position Number: 00000054 L STATE PAYROLL ADMIN OFF Position Entry Date: 0510112006
(Given by receiving agency) S - v
Owerride Position Data Position Management Record
Save _
Regulatory Region: LSA United States
Company: ND State of Norh Dakota
Business Unit: 11000 Office of Mgmt & Budoet
Department: 110110 Office of Managernent & Budget Department Entry Date: 05/01/2008
Location: 11000 Office of Management & Budget
Establishment ID: Q
Date Created: 091872008
Job Data Employment Data  Earmings Distribution Benefits Program Participation
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RECEIVING AGENCY:

HR: (Navigation: Workforce Administration> Job Information> Job Data)

Transfer (Work Iocatlon tab) Work Location | _Job Informatige | Job Labor | Payroll ) Salary Plan " Compensation |,
e Insert an effective dated row EMF : EmpIRCa % 0
(Transfer date is 1% day in the g ot (1o B Lo
new agency) HR Status: Active Payrall Status:  Active FE
- Effective Dafe: 05/01/2006 B Sequence: 1 *Job Indicator | PrimaryJob (v
® EffeCtlve Sequence Of 1 nctionsReason: Data Change v Status Change v
e Action of Data Change / Curent
ast Start Date: 040811988 Termination Date:
i i i Expected Job End Date B
L] Verlfy the information on Position Number: 00000054 L STATE PAYROLL ADMIN OFF Position Entry Date: 050172008
O Work Location __ Lverride Position Data Position Management Record
- Regulatory Region: USA United States
© JOb Informatlon Company: ND State of Morth Dakota
O Payroll Business Unit: 11000 Ofiice of Wamt & Budget
O Salary Plan Department: 110110 Office of Management & Budget Department Entry Date: 0510112006
o Com pensatlon Location: 11000 Office of Management & Budget
Employmen t Data Establishment ID: Q
O
o Earnings Distribution L 4 Date Created: DG 2006
And make any Changes necessary Joh Data Ermo wvment Da® Earnings Distribution Benefits Program Particination

Once the job data pages are complete you will need to go to Personal Data.
(Navigation: Workforce Administration> Personal Information> Modify a Person)

o Verify the information on

o Biographical Details
o Contact Information
o Regional

Add a new effective dated row and
make any necessary changes.

Biographical Details {_Contact Information " Regional

First [4] 1 of 1 [»] Last

Effective Date: 10/2172004 =

Format Type: English

Display Name: Wiewy Mame

Date of Birth: £l
Birth Country:

Birth State:

38 Years Date of Death:

United States

10 Months
usa |Q,
(&}

Waive Data Protection []
First 1 of 1 |£| Last

Birth Location:

Biographical History
¥
‘Effective Date: =
‘Gender: Female he
*Highest Education Level:

‘Marital Status: Married ~ Asof: |[10d01/2001 |[3)

Language Code: English

Alternate ID:

CIFull-Time Student

~ National ID mize | Find | Wiew All | E First ET] 1of 1 [v] Last
‘Country ‘National ID Type Mational ID Primary ID
usa |G Social Security Nurber | =
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The other HR pages that should be verified are:

Workers Compensation (Navigation: ND State Applications> Human Resources>
Workers’ Compensation)

Emergency Contact (Navigation: Workforce Administration> Personal Information>
Personal Relationships> Emergency Contact)

Designated Medical Provider (Navigation: Workforce Administration> Personal
Information> Personal Relationships> Designated Medical Provider)

Driver’s License Data (optional) (Navigation: Workforce Administration> Personal
Information> Biographical> Driver’'s License Data)

Payroll: Al of these pages should be verified that they are correct for the
employee’s current position.

Direct Deposit (Navigation: Payroll for North America> Employee Pay Data USA>
Request Direct Deposit)

The ‘Suppress DDP Advice Print’ box should be checked for all employees with self
service access

Employee Tax Distribution (Navigation: Payroll for North America> Employee Pay
Data USA> Tax Information> Update Tax Distribution)
This panel should be checked for correct locality information

Employee Tax Data (Navigation: Payroll for North America> Employee Pay Data
USA> Tax Information> Update Employee Tax Data)

e Federal Tax Data
e State Tax Data

Commitment Accounting: (Set Up HRMS > Product Related >
Commitment Accounting > Budget Information)

Department Budget Table - All employees must have a department budget table. If
the hire is a permanent employee filling a previously existing position, the table may
already be set up, but ensure the established combination code is correct for that
employee.
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Benefits: Once you have entered and saved the Transfer Data Change in

Job Data, a benefit event is created. Before you can process the event, it needs
to be assigned to your schedule. This is a centralized activity that automatically
runs every half hour.

Prepare Benefit Options: (Benefits>Manage Automated Enrollment>Run
Automated Event Processing)
e If the transfer does not result in the employee being newly eligible/ineligible for
benefits, the event will close.
e If the transfer does result in the employee having different benefit options, follow
the next step.

Enter Benefit Elections: (Benefits>Manage Automated Enrollment/Participant
Enrollment>Perform Election Entry)
e Enter dependent information for medical, dental and vision plans (if applicable)
e Enter employee benefit elections (if applicable)

Finalize/Close Event: (Benefits>Manage Automated Enrollment>Run Automated
Event Processing)
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